Report - LHPC Clerk’s hours

| have been monitoring my duties since starting in the role in order to observe available capacity and prioritise
workload. My hours are as follows:

e 20 hours pcm

® 240 annual hours

Essential duties - approximate time allocation:

Duties Hours Total hours annually
Annual audit and AGAR 9 hours 10
Full Council meeting attendance 2.5 hours x 6 15
Budget/precept 9 hours 10
Agenda setting, inc meeting with chair 2x6 12
Minutes, emailing and response feedback 2x6 12
Accounts 2x12 24
TOTAL 81
Annual hours less essential duties 240 - 81 159
Monthly hours available for office duties 157 /52 3 hours weekly

I have listed my contactable office hours as 1.75 hrs daily, Tuesday and Wednesday.
I have done this in case | have overestimated the time required for the annual financial audit, AGAR and budget
setting work. The remaining essential duties hours are an appropriate time allocation for that duty.

Additional Hours
| have had an unexpected increase in my working hours over July and August as a result of additional set up,
reporting and emergency IT problems as follows:

® Banking mandate

Printer reporting

Payroll reporting

Laptop update issues

Laptop charging issues

Replacement laptop and Office Suite reporting

July - Total hours worked 31; additional 11 hours
August - total hours worked 27; additional hours 7

Jul-24

01.07.24 2 Agenda, additional documentation (printer, payroll)

02.07.24 3 20 miles Meeting to finalise agenda, recommendations and payroll, finalise agenda and send out.
03.07.24 3 Agenda update, recommendations (enabling the clerk]), invoice downloads, payroll and payslip, emails, 121 with Martin
04.07.24 i Agenda, minutes set up, enabling the clerk, emails

07.07.24 1 Agenda, minutes set up, enabling the clerk, emails

09.07.24 2 Illegal camper, emails, VAS, traffic calming, footways

10.07.24 4 20 miles Council meeting

11.07.24 4 Banking, printer problems, laptop problems after update. Writing up minutes

12.07.24 2 Minutes

13.07.24 0.5 Minutes

16.07.24 0.5 Sending minutes

18.07.24 0.5 Proof of ID, emails

19.07.24 0.5 Proof of ID, emails

23.07.24 0.5 Proof of ID

24.07.24 1.5 Proof of 1D, emails, handover, timesheet

25.07.24 2 Salary/payroll, SLCC training and membership

26.07.24-31.07.24 5 Annual leave

Total 31



Aug-24

01.08.24-11.08.24 S Annual Leave
12.08.24 3 Email catch up - email hacking and tech support for 'cloning’
.gov email update
Isham Bypass add to agenda
Solar Farm - comment: toe large needs to be scaled down
Agenda date and venue
HMRC PAYE and payroll
Password document
Unity Trust
Website added Leader of the Council Update Issue 80
13.08.24 2 Agenda creation
22.08.24 2 Agenda completion in readiness for meeting 23rd
2 22 miles Laptop issue Not charging, researched and called IT professionals to get quotes and to deliver laptop far new charging port
23.08.24 5 22 miles Collected laptop, still not working. ID that require new laptop. Agenda meeting, online banking set up, accounts initial handover, laptop
27.08.24 4 Laptop research Identified minimum requirements, researched best costs, emailed all costs and options, including Office suite. Emailed asking for decision. Posted ILCA forum and emailed NCALC re purchase over delegate
2 Email agenda and forwarding emails regarding Council business and updating website
1 Hours report Additional hours and scheduling of workload
28.08.24 0.5 Wicksteed Call re: order update

30.08.24 0.5 Agenda Send out with Neighbourheood Plan docs and outstanding actions to Councillors, request for additional amendments

Total 275

Request for payment of additional hours worked

| will continue to monitor workload and collate a detailed timesheet. | do not expect there to be any other additional
projects or work outside of the above but | will need to continue to monitor this. If there is any that arise then | will
advise the Council as soon as it occurs.

Any training | undertake will be outside of my normal working hours and | do not expect to be paid for the additional
hours required to undertake the necessary additional training.

I would like to request an additional payment for September’s wage to include an additional 18 hours for the work
completed to facilitate the continued smooth running of the council.



